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CORRESPONDENCE MANAGEMENT MATERIALS
(411 avaeilable in C/FMB's files unlese otherwise indicated)

ORIGINATOR DESCRIPTION DATE
AND SOURCE
~RMS Are You Dropping Your 0's? (l-page flyer) Undated
.Unknown Bibliography - Correspondence Management "
/RUS Bottled up by en Addressing end Distribution
Problem? Use new Thermofax Label Paper n
v RMS Correspondence Management - The Answer to Cutting 1954
Correspondence Costs {Pamphlet) ,
- RMS Correspondence Style and Procedures,_ 1955 25X1A
CONFIDENTIAL - Filed in C/FMB's safe
I rie
RMS/CGommer~ Data Guide's Solid Plastic Reference Charts -~ Guides }95§

Vcial Proe'mt, on Grammar, Punctustion and Writing

1

RM3- Forms-Uged-in-Cerrespendence—Manegement -
6?6‘1-&&’4{;/ Horm 36-201 - Teet,Unanewersd Corrsspondence Inventory 1957

\/OTR Guide for Typists and Stenographers, TR RM 1-2 1954
/RMS Is rewriting or retyping always necessxai‘y'l (1-page
flyer) Undated’
J/ RMS Letterex (l-page flyer plus samples available) Undated
/ Unknown Time and Cost Factors in Oreating a Typical One-half
page, 175 word Letter ; "
RMS/Commer ~ Typewriter Ribbons and Special Carbons, Data on 60-61
cial Sources
/RMS Typing Booklet - The Correct Angle for PFaster, More
Accurate and Easier Typing 1956
v RMS Uses - Correspondence Management Undated
GSA Correspondence Manegement Workshop 1959
GSA Form Letters - GSA Handbook ' 1954
GSA Guide Letters - GSA Handbook 1955
GSA Flain Letters - GSA Handbook 1955
/ Nevy Streamlining Correspondence | Undated
/ UshaA What Makes a Letter Plain? (USDA Grad. School Annc'mt) Undated
N o R R o o

£ 2 APR 1961
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Sample Correspondence Management Directive Undated
The 4-3 Program...An Evaluation, VA Panphlet 03-1 1960

The Winning Letter -~ Common Sense About Writing to
People - VA Pamphlet 5-20 1957
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